PCS Claim i Member Travel Only

Overview
Introduction This guide provides procedures for entering a PCS claim in TPAX whi
just the member is travelingJse the Member Travel Only guide to
complete a basic claim. Click on the various links on the next page for
additional details for your specific scenario.
Reference (&) Joint Travel Rgulations (JTR)
Scanning It is important to upload ALL supporting documentation to the PCS
Documents claim/settlement. All documents should be scanned into a $nifidile.
PPC candét open anything other t
include tre following:
1 Signed PCS Orders
1 Lodging Receipts with proof of payment (for TLE reimbursement)
1 Airfare/Booking Agent Fee Receipts
1 Alaska Marine Highway Itinerary (mandatory if taking the ferry)
1 Receipts for all items over $75
Maximum Remember that the maximum TPAX will pay for a PCS claim is equive
Amount to the fastest driving route from the old Permanent Duty Station (PDS
Payable the new PDS. You can take any route or method of transportation, bur
in mind that is the maximum amount péyje.
CG Finance The Coast Guard Finance Center (FINCEN) processes the following:
Center 9 Personally Procured Moves (PPM)
1 Privately Owned Vehicle (POV) Shipment
1 POV Storage
1 Temporary Lodging Allowance (TLA) Claims
Do NOT send these items to PPC. They will be returned and you will ¢
prolong payment.
Note: Travel in accordance with policy for a POV Shipment must be
included in your travel claim. The POV Shipment expense is handled
FINCEN.
Flying If any part of you PCS travel involves flyingALWAYS pick TP

Government Procured Plane vice CBommercial Plane to ensure the
system will pay out correctly.

Continued on next page


https://www.defensetravel.dod.mil/site/travelreg.cfm

Overview, Continued

Travel Time This chart determines how many travel days are authorized based on
Chart driven.
. . Number of Travel
Number of Miles Driven Days Authorized
400 or less 1
401-750 2
751-1100 3
11011450 4
14511800 5
18012150 6
21512500 7
2501-2850 8
28513200 9
32013550 10
35513900 11
39014250 12
42514600 13
46014950 14
Contents
Topic See Page
Member Travel Only 3
Circuitous/Indirect Travel 35
Flyingi CONUS to CONUS 39
Flyingi CONUS to OCONUS 43
Flyingi OCONUS to OCONUS 46
Flyingi OCONUS to CONUS 47
Home to 1st PDS (Cadets) or Direct Commission 48
Mixed Modei Alaska Ferry (1 POV) 51
Mixed Modei Drive/Fly to Ship 54
Mixed Modei Fly/Drive to PDS (CONUS to 59
CONUS)
Mixed Modei PCS toa Ship (Chasing the BoatOld 66
PDS to New PDS Ship Underway)
Mixed Modei PCS to a Ship (Chasing the BoaDld 73
PDS Underway to Homeport to New PDS Underw
PCSiBoot Camp to AAO Sch 82
PCSI Separation/Retirement 87
PCS with TDY Enroute (TEMDU) 88
Travel Time Less Than Authorized 96




Member Travel Only

Introduction This guide provides the procedures for a member traveling alone. Use
guide to complete a basic claim. Click on the various links on the over
page for additional details for your specific scenario.

This example shows a member without dependesweling via a privately
owned vehicle from one CONUS Permanent Duty Station (PDS) to tht
next CONUS Permanent Duty Station (PDS).

Procedures See below.
Step Action
1 Once logged into TPAX, clickreate New
conste oo T-PAX Inbox View:
[Reservations] [Regulations] [Currency]
Profile and History » Create New» Tools» Help» Logout

|TONO |Type ofRequest‘Start Dale‘ End Date|CalegDry ‘ Created By‘Auth. O‘Iﬁcial‘ smtus| Status Date‘ongin‘m'meAt| Request ID‘Amount

—
2 Click Settlement Request
COASTIE, JoDY T-PAX Inbox
[Reservations] [Regulations]

Profile and History » [ Creale News Tools» Help»
Authorization Request

Type Settlement Regquest

Advance Request

Continued on next page



Member Travel Only, Continued

Procedures
continued

Step Action

3 Enter theTravel Order Number (TONO) from the Direct Access (DA) PCS

Orders, then cliclOK.

SR L Travel Order Selection View:  Traveler
Settlement
TONO: [1217G96PRA4YVO00 |
Order Number Category | StartDate | End Date w""gb’fmd Date Obl.
Select an existing order or enter a new order oK Cancel Hel
number with which you wish to work and then -
click the OK button

4 Select youiGrade/Rank from the dropdown. SelecPCSfrom the Type of

Order dropdown.
COASTIE, JODY Travel Order iowe Traveier
" Grade/Renk Order Muniber(s) e
| 1217 GE6RRASNTNN Doc Type 13
r&l;;'mnal
Local

Continued on next page



Member Travel Only, Continued

Procedures
continued

Step

Action

5

Select thelype of PCSoption that best describes the type of PCS involved

with this travel order.

COASTIE, JODY Travel Order

* Grade/Rank: " Order Number(s):

E4 e 1217GSEPRA4YVDOD

Description  \What's Authorized  Dependents  Remarks

* Type of PCS StationtoStaton ~
Honorable GT 90 % Separation
Trip Name: Dishonorable or LT 90 Separation%
Retirement/Fleet Reserve
Change of Home Port
Home to First Duty Station
i In Training Travel
Issuing Organization Boot Camp to & School
Paying Organization 7847400 ‘
Group Travel O
Funds [Coast Guard v]
" Origin [Click to enter Location from which travel will commence|
* Destination [Click To enter new Permanent Duty Station Location |

Rt B S—

Engtion S —

* Type of Order:
[Fcs v

e |

Enter aTrip Name. Select thérigin link to enter théocation from which

travel will begin.

COASTIE, JODY Travel Order

* Grade/Rank: " Order Number(s)

E4 v 1217GSEPRASYVDO0

Description  'What's Authorized  Dependents  Remarks

* Type of PCS [ Station to Station v
Trip Name: J2017 PCS ||
Issuing Organization [re47400 ]
Paying Organization [7947400 ]
Group Travel O
Funds | Coast Guard v

" Origin ick to enter Location from which travel will commencel

" Destination [Click To enter new Permanent Duty Station Location |

* Type of Order:
[Pcs ~

hta B S—

R B e—

= |

Continued on next page




Member Travel Only, Continued

Procedures
continued
Step Action
7 When inputting locations, first type in tis¢ateand click tab. In the Zip
Code/City, type in th&ip Code of the old PDS (located on the orders) to fin
the right location and it will fill out the county/locality for you. If the zip cod
does not displagorrectly, use the dregown to select the correct one, then
click Accept
M
Origin - Location of Old Duty Station
Coun‘twﬁlstate: OCOMUS DoWUS Zip Code / City:
KS KANSAS || 66683 Topeka, Shawnss
[k KaNSAS v BE6E3 Tapeka, Shawnss v
County / Locality:
[TOPEKA 1 SHAWNEE |
| v]
Accept Cancel
8 Select théDestination link to enter the new Permanent Duty Station Locati
COASTIE, JODY Travel Order View:  Traveler
* Grade/Rank: * Order Number(s): " Type of Order.
E4 v 1217GS6PRASYVDDD [PeS =
Description  What's Authorized  Dependents  Remarks
* Type of PCS [Station to Station vl
Trip Name [2017 PCS ]  lssue Dete —  1=&
etsehoste C—#&
Issuing Organization [7347400 |
Paying Organization [7947400 ] " Report Date I
Group Travel O
Funds | Coast Guard v
* Origin 55T Topeka, Ko oh |
[ = 1 L - W = = |

Continued on next page



Member Travel Only, Continued

Procedures
continued
Step Action
9 When inputting locations, first type in tis¢ateand click tab. In the Zip

Code/City, type in th&ip Code of the new PDS (located on the orders) to f
the right location and it will fill out the county/locality for you. If the zip cod
does not display correctly, use the daigwn to select the correct one, then

click Accept

Country / State.  scows cos

Zip Code [ City:

_ﬁ

Destination - Location of New Duty Station

VA VIRGINIA 1 23704 Portsmouth, Porismouth
[ VA VIRGINIA v] 23704 Portsmouth, Portsmouth v
County / Locality:
[PORTEMOUTH (INDEP CITY) |
| v]
Accept Cancel

10

Next you will input the Issue Dateof the orders, thBepart (Detach)Date and
theReport Datein accordance with the orders. Clislext.

" Grade/Rank " Order Number(s) * Type of Order:
E4 v 1217GEEPRASYVI00 GES v
Description  ‘What's Authorized  Dependents  Remarks

* Type of PCS [ Station to Station v]
voweoue oo

Trip Name: [2017PCS | 12/0172016 5]
" Deloch Dok 01/01/2017 )

Issuing Organization |?B474DC| |

Paying Organization [7247400 | " Report Date _-;]

Group Travel [

Funds | Coast Guard v]

" Origin [EEEES Topeka K3 Sh ]

* Destination [23704 Portsmouth, VA. Portsmouth |

[ 1] il | T

Continued on next page



Member Travel Only, Continued

Procedures
continued
Step Action
11 The Whatds Authorized tab wil.l di
from Direct Access and the chart below, then chiekt.
COASTIE, JODY Travel Order Momd Ui
" Grade/Rank " Order Number(s) * Type of Order.
E4 v 1217GI6PRAAYVO0D A hd
D iption What's A i Dependents Remarks
O Ship POV MTe O Emergency TLE
oA Without Dependents hd Procesd Time D Separate COT Travel
Household Goods None w
| Back ‘ I Next I ‘ Save | ‘ Cancel ‘ | Help ‘
Field Description
Ship POV Only used when transferring OCONUS
TLE Check if authorized Temporary Lodging Expense
Emergency TLE |Rar el y used. This i s W
housing/quarters within 10 days of reporting. It
must be approved by CG332.
DLA Select the appropriate option for Dislocation
Allowance. Options are None, With Dependents
and Without Dependents.
Proceed Time Check if authorized.
Separate COT Trave Only used for Separate Consecutive Overseas T|
Travel claims.
Household Goods | This is not used at this time. Leave at default.

Continued on next page



Member Travel Only, Continued

Procedures
continued
Step Action
12 If you have dependents that are traveling on this TONO you must enter th

at this time. To do so, click theéet Dependentdutton. This will automatically
input any/all dependents that have been input into the system previously.
your dependents dahpopulate, you will need to input them yourself by

clicking Add. Ensure your spouse is listed as spouse, not dependent. If yg
have no dependents or your dependents are not traveling with you at this

click Next.
COASHE, JOEY Travel Order View: Traveler
" Grade/Rank " Order Number(s) * Type of Order:
E4 v 1217G96PRA4YV000 PCS v

Description  What's Authori

Neme of Dependent | Relationship to MemberEmployee |  Bith/Mamiage Date | | |

| cetoependents | [ Add |

[ [ om [ =]

13

Input any necessagemarks that require further explanation. Then click

Save
COASTIE, JODY View:  Traves|
Travel Order
" GraceRack " Oeder Number(s) * Type of Order
£4 v 1217G96PRASYVO00 xS Y

Descrighion  What's Authoriced Depencents Remarks

Order Remarks

THIS IS THE TRAVEL ORDER INFORMATION. THIS INFORMATION

MUST BE TAKEN FROM THE PCS ORDERS AND INPUT INTO THE

TONO INFORMATION THE FIRST TIME THE TONO IS ENTERED

INTO TPAX. THIS DOES NOT CONSTITUTE AN AUTHORIZATION
R A SIGNED SET OF ORDERS

= = JEEET

Continued on next page



Member Travel Only, continued

Procedures
continued

Step Action

14 Before moving forward, you must know how to compute the effective date
the orders. The formula for effective date of orders is:

Report daté (# of days of travel) + 1.
Using the example below, 01/23/201.74) +1, 1/23/17 4 =1/19/17 + 1 =
1/20/17 the effective date of orders is 1/20/17.

Travel Itinerary and Authorized Absences:

Date Type Duty/Leave Days
01/01/2017  Depart Duty

01/02/2017 Leave INCONUS 14
01/16/2017 Proceed Time 4
01/20/2017 Travel Time 4
01/23/2017 Report Duty

The effective date of orders is input on the Entitlements tab when process
the PCS travel claim. It is important that the effective date of orders is cor
so that if there is a promotion in between theade@ate and the report date,
that the DLA will be paid at the correct rank. Additionally, only dependents
acquired before the effective date of orders can be paid.

Continued on next page



Member Travel Only, Continued

Procedures
continued
Step Action
15 |The first tab of the Settl emenew H
home addresat t heir new PDS (i f known)
housing), they can temporarily enter their PDS address, but it must be
documented in the remarks. Then clid&xt.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YV000 setuement RequeSt
Type of order: | PCS | Coveredfrom: [ 12017 | to: [ 1232017 |
Type of Settlement | Partial V| Type of Partial: | Nota Partial v
Remit To Transactions Entitiements Computations Financial Remarks
* Address 1- ]|1234 IMA COASTIE BLVD
Address 2:
* City: |CHESAPEAKE
*Country/State: |VAVIRGINIA hd
' Zip: |22
I Next I | Managelmageal [ Receipts || SAVE || Cancel H Help ‘
16 Any Advances entered would display here. Ckxt.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YV000 Settlement Request - =
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial | Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Locked Date Type
‘ Back ‘I Next ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help |

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Action

Step
Enter theEffective Date of Orders that you calculated previously. Leave the

17
default a=nroute PCS Travel then clickAdd This Entitlement.

o ASYV000 Settlement Request WEm U

Type of order: | PCS | Covered from: to:

Type of Settlement | Partial | Type of Partial: | Nota Partial v

Remit To Transactions Entitiements Computations Financial Remarks
Travel Not Performed [] Effective Date:

| Enroute PCS Travel v | | <=AddThis Entitiement

‘ Back H Next thanage Images‘ ‘ Receipts H SAVE H Cancel H Help ‘

18 In order to get paid MALT (monetary allowance in lieu of transportation),
check theOwner Operator of POV box. If not claiming MALT, click theNo
MALT box. Enter thé&Number of cars authorizedon the orders and select

who will be paid. ClickNext.
View: Traveler
SRS Enroute PCS Travel
TONO: [ 1217G96PRAGYVO00 | Proceed Date: 112017
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Reimbursables
CONo Number of cars authorized |1

M Owner operator of POV
MALT

Who Being Paid
JODY (Member)

Unselect All

(o [ |

| Accept Changes

Continued on next page



Member Travel Only, Continued

Procedures
continued
Step Action
19 SelectGreater than or equal to 24 hoursfrom the Duration of Travel drep
down.
COASTIE, JODY Enroute PCS Travel views  Traveter
TONO: [ 1217GS6PRAGYVO00D ] Proceed Date: 112017
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Reimbursables
Duration oftravel.l o frip itine e € I
Greater than or equal to 24 hours
| onte | [ tocaton | grene | 0 ioc | foctt | oogmg | Eppae |, WhefseTmwmo L
‘ Back H Next ‘ l Accept Changes “ Cancel “ Help I

20
date on the orders. Tlxeparture

boxes.Update theArrival Date to
location. ThisMUST match the a

The ltinerary page will display. THaeparture Date must be the departing

Method of Transportation as PAI Private Auto.Do not touch the Duty Day

Location will auto populate. Leave the

reflect the date you reported to the new F
ctual report date in DA.

Continued on next page




























































































































































































































































